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Academic Policies 
Academic Standing 
Saint Mary’s College recognizes two regular categories of academic standing:  Satisfactory Academic 
Progress and Probationary Status. 
 
Satisfactory Academic Progress 
Satisfactory academic progress (SP) is satisfied when a student: 
● Maintains a cumulative grade point average of at least 2.0 (C average) in all courses taken or 
accepted for credit at Saint Mary’s College, and 
● After the first year, maintains a cumulative grade point average of at least 2.0 (C average) in all 
courses required or accepted for credit in their major field. 
 
For the purpose of establishing satisfactory academic progress, only courses taken at Saint Mary’s College 
will be considered during a transfer student’s first two semesters in residence. 
 
Financial Aid Office Satisfactory Academic Progress (SAP): Financial Aid Office SAP is different than 
Academic Satisfactory Academic Progress.  Federal regulations require the Financial Aid Office to monitor 
undergraduate and graduate students’ academic progress to ensure that students are maintaining a 
required cumulative GPA and finishing their degree within an allotted time frame. Aid can be withheld if a 
student does not make satisfactory progress. The Financial Aid Office will notify all students who do not 
meet SAP. 
 
Probationary Status 
A student is in probationary status when they:  
● At the end of any term (fall or spring), fail to maintain satisfactory academic progress are 
considered to have probationary status.  The Assistant Vice Provost for Student Success will notify 
students in probationary status and their academic advisors and success coach via email that 
failure to achieve satisfactory academic progress no later than the close of the next long term (i.e., 
fall or spring) will subject students in probationary status to academic disqualification from 
further study at Saint Mary’s College. 
 
Subject to Academic Disqualification 
A student is subject to disqualification from further study at Saint Mary’s if the student is already in 
probationary status and fails to resume satisfactory academic progress (cumulative GPA of 2.0) by the 
end of the long semester of probation (i.e., fall or spring). 
 
A student who is not in probationary status may be subject to disqualification if, in any semester: 
 the student’s cumulative GPA falls below 1.55 for all courses taken or accepted for credit; or 
 the student has at least junior standing (a minimum of 18 credits completed toward graduation) 
and fails to maintain a GPA of at least 1.5 on all courses required or accepted for credit in their 
major field. 
 
Students subject to disqualification will be notified promptly, in writing, by the Assistant Vice Provost for 
Student Success.  Students are responsible for knowing their academic standing after grades are posted 
and for contacting the Student Success Office if they have any questions about their status.  Failure to 
respond to email may lead to a student being disqualified automatically. Any student subject to 
disqualification will be disqualified from further study at Saint Mary’s College unless, within one week 
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from the date of notification, they file a petition against disqualification with the Academic Probation 
Review Board, and unless they are then granted Special Academic Probation by that Board. 
 
Special Academic Probation 
Special Academic Probation may be granted at the discretion of the Academic Probation Review Board, 
whose members are a representative from the Office of Academic Affairs, the Assistant Vice Provost 
for the Student Success Office, the Registrar, the Dean of Students and faculty from various schools.  In 
addition to the information contained in the student’s petition, the Board may seek the advice of the 
student’s instructors, academic advisor, school dean, success coach, and others, when 
appropriate.  Special Academic Probation may be granted pursuant to one or more of the following 
conditions: 
 
1. Filing of a timely petition against disqualification for cause (e.g., existence of serious personal or 
health factors, or other special circumstances, which have substantially impaired the student’s 
ability to successfully meet the demands of the College’s academic programs); 
2. Demonstration in the petition of the reasonable expectation that the student can achieve 
satisfactory academic progress by the close of the next long term (i.e., fall or spring); 
3. Acceptance by the student of the conditions specified by the Academic Probation  Review Board 
which will lead to the resumption of satisfactory academic progress by the close of the next long 
term. 
 
Students who fail to meet the conditions of the Special Academic Probation by the end of the next long 
term will be immediately disqualified.  The Academic Probation Review Board exercises sole authority in 
cases of Special Academic Probation. 
 
In extraordinary circumstances, a student may appeal a disqualification or other decision of the Review 
Board.  This appeal must be made within sixty 60 calendar days of notification of disqualification and will 
be considered only if there is strong and compelling evidence of incorrect procedure, error, or new, 
additional information.  The Assistant Vice Provost for Student Success will determine whether such 
appeal will be heard by the Review Board. 
 
A student disqualified from this College may apply to the Academic Probation Review Board for 
readmission if they:  present work from another College or university which is acceptable for transfer 
credit and which is sufficient to signify satisfactory academic progress (GPA of 2.0) 
 
In the case of medical considerations or exceptions, readmission includes clearance from the appropriate 
medical professional(s). 
 
Note: Graduate and Professional Student policies related to Academic Standing are detailed in the GPS 
Academic Policies section of this handbook. 
Saint Mary’s College Academic Honor Code 
Saint Mary’s College expects every member of its community to promote and abide by ethical standards, 
both in conduct and exercise of responsibility towards other members of the community. Academic 
Honesty must be demonstrated at all times to maintain the integrity of scholarship and the reputation of 
the College. Academic dishonesty is a serious violation of College policy because, among other things, it 
undermines the bonds of trust and honesty between members of the community and betrays those who 
may eventually depend upon the College’s academic integrity and knowledge.  
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As an expression of support for academic integrity throughout the Saint Mary’s learning community and 
as an administrative tool to discourage academic dishonesty, Saint Mary’s has implemented an Academic 
Honor Code. The Academic Honor Code has been approved by the Associated Students, the Faculty 
Academic Senate, the Provost and the President of Saint Mary’s College. 
PLEDGE  
All students, whether undergraduate or graduate, agree to the following pledge, the Academic Honor 
Code, by accepting their admittance to the College and not having read the Code is not an excuse for 
violating it. The pledge reads as follows:  
 
As a student member of an academic community based in mutual trust and responsibility, I pledge:  
 To do my own work at all times, without giving or receiving inappropriate aid;  
 To avoid behaviors that unfairly impede the academic progress of other members of my 
community; and  
 To take reasonable and responsible action in order to uphold my community’s academic integrity.  
 
PRINCIPLES OF ACTION 
Confidentiality  
All student information generated in connection with the Code and its implementation are education 
records of the student(s) involved and cannot be discussed or disclosed (or redisclosed) other than on an 
educational need-to-know basis or with the student(s)’s prior written and dated consent. This principle 
applies to all involved parties, including any faculty, staff, other students, and all Council members.  
 
Individual Responsibility  
It is the responsibility of every student and faculty member of the College community to know and 
practice the tenets of the Academic Honor Code. If there is confusion over the appropriateness of a 
particular action in light of the Code, or if a community member has recommendations about how to 
amend or alter the Code, those questions and suggestions should be addressed to the Academic Honor 
Council through the Academic Honor Code Coordinator, or to the program director or dean for adult and 
graduate programs. Community Responsibility In addition to maintaining one’s own academic integrity, 
each member of the academic community should strive to preserve and promote integrity among his/her 
peers. This community empowers its members to take appropriate action in support of the Academic 
Honor Code. If a student, faculty member, staff member, or administrator suspects a violation of the 
Academic Honor Code, he or she should take action consistent with the Academic Honor Code Procedures 
described below. Additional possible actions include:  
 
• Actively encouraging academic integrity among one’s peers. 
• Using moral suasion to avert a peer’s academic dishonesty.  
• Alerting a faculty member to suspected violations of academic integrity.  
• Educating one another regarding the responsibilities of academic integrity.  
• Helping a faculty member maintain an environment that is conducive to integrity.  
 
VIOLATIONS  
All violations of the Academic Honor Code are administered by the Academic Honor Council (AHC). 
Members of the academic community are presumed to be familiar with the procedures outlined for 
determining a violation of the Academic Honor Code and, therefore, ignorance of the Code is not available 
as an excuse for an alleged violation of it. Forms of violations of the Academic Honor Code include, but are 
not restricted to:  
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In Examinations  
Unauthorized talking during an exam; use of “cheat sheets” or other unauthorized course materials 
during an exam; having someone other than the student registered in the course take an exam; copying 
from another student’s work; giving assistance to another student without the instructor’s approval; 
gaining access to an exam prior to its administration; informing students in other course sections of the 
contents of an exam; preparing answer sheets or books in advance of an exam without authorization from 
the instructor; unauthorized collaboration on a take-home exam; altering another person’s answers in the 
preparation, editing, or typing of an exam; bringing unauthorized materials into an exam room.  
 
On Papers and Class Assignments (understood as all work assigned in a course)  
Submitting work prepared by someone else as one’s own; using the thesis or primary ideas of someone 
else, even if those ideas have been edited or paraphrased, without proper citation; plagiarizing words, 
phrases, sections, key terms, proofs, graphics, symbols, or original ideas from another source without 
appropriate citation; receiving unauthorized assistance in preparing papers, whether from classmates, 
peers, family members, or other members of this or any other College community; collaboration within a 
class or across sections of a class without the consent of the instructor; preparing all or part of a paper for 
another student; intentional failure to cite a source that was used in preparing the paper; citing sources 
that were not used or consulted to “pad” a bibliography; citing sources out of another’s bibliography 
without having consulted those sources; re-using previous work without the consent of the current 
instructor; providing a paper to another student for any purpose other than peer editing or review; using 
unapproved sources in preparing a paper; lying to an instructor to circumvent grade penalties; 
interference with access to classrooms, computers, or other academic resources.  
 
In Research  
Fabricating or falsifying data in any academic exercise, including labs or fieldwork; using material out of 
context to inappropriately support one’s claims; sabotaging another person’s research; using another 
researcher’s ideas without proper citation; taking credit for someone else’s work; hoarding materials 
and/or equipment to advance one’s research at the expense of others.  
 
In the Use of Academic Resources  
Destruction, theft, or unauthorized use of laboratory data, research materials (including samples, 
chemicals, lab animals, printed materials, software, computer technology, audiovisual materials, etc.); 
stealing or damaging materials from the library or other College facilities; not returning materials when 
asked to do so; appropriating materials needed by others such that their work is impeded; helping others 
to steal, hoard, destroy, or damage materials.  
 
In Academic Records  
Changing a transcript or grade in any unauthorized way; forging signatures on College documents; willful 
public misrepresentation of achievements, whether academic, athletic, honorary, or extracurricular; 
falsifying letters of recommendation to or from college personnel; bribing any representative of the 
College to gain academic advantage; breaking confidentiality about the 111 proceedings of the Academic 
Honor Council, an Academic Review Board, or an investigative committee in the adult and graduate 
programs.  
 
In Community Participation  
Engaging in conduct that, if found to have occurred, violates the College’s Technology Use and 
Whistleblower policies.  
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These types of conduct constitute violations of the Academic Honor Code and will be considered, if 
determined to have occurred, as acts of academic dishonesty. Any conduct that represents falsely one’s 
own performance or interferes with that of another is academic dishonesty.  Academic dishonesty is 
distinguished from academic inadvertence. The Academic Honor Council or the dean or program director 
for adult and graduate programs, receives and considers all reports of conduct that is alleged to be a 
violation of the Code and, thereafter, decides whether the alleged conduct, if determined to have occurred, 
constitutes academic dishonesty or academic inadvertence, which involves an act that might appear to be 
a violation of the Academic Honor Code, but is determined during the Review Board process not to be. In 
cases of academic inadvertence, no charge of academic dishonesty is made and the student is referred to 
the instructor for appropriate resolution. The Academic Honor Code is not intended to impede or inhibit 
the free exchange of ideas and collaborative learning which are hallmarks of a Saint Mary’s education. The 
College supports and encourages cooperative learning, group projects, tutoring, mentoring, or other 
forms of interchange of ideas among students and faculty, one of the most important benefits of academic 
life.  
 
OVERSIGHT AND SANCTIONS 
The procedures for the administration of the Academic Honor Code, the determination of violations, and 
the imposition of sanctions are overseen by the Academic Honor Council (AHC).  
 
Oversight: Academic Honor Council  
Council Membership  
The AHC consists of a minimum of sixteen student members and six faculty members. These members 
share a special responsibility for the dissemination and implementation of the Academic Honor Code on 
campus.  
 
Responsibilities of the Academic Honor Council (“AHC”): The responsibilities of the AHC include, but are 
not limited to, the following:  
 
• To select from its membership a student Chair, or Co-Chairs, who will oversee the operations of the 
AHC for one year.  
• To review and revise the Academic Honor Code as necessary, offering recommendations for 
changes to the Code to the Admissions and Academic Regulations Committee of the Educational 
Policies Board.  
• To serve in an advisory capacity for the College community in understanding and interpreting the 
Code.  
• To promote and maintain the Code, primarily through community education via publications, 
workshops, forums, and community events.  
• To create and facilitate a non-credit seminar on academic integrity to be taken by students who are 
in violation of the Code.  
• To constitute Review Boards from among its membership to consider alleged violations of the 
Code.  
• Through its Chair or Co-Chairs to consider requests for the removal of “XF” grades and to be a 
Review Board as a whole for petitions of reconsideration brought forward by the Chair or Co-Chairs.  
• To provide an annual report (maintaining appropriate confidentiality) for the Educational Policies 
Board and the Student Senate reviewing the AHC’s activities for the year.  
 
Coordinator of the AHC  
In addition to the members of the Academic Honor Council, there is a staff Coordinator who is part of the 
staff of the Student Success Office. The Coordinator’s responsibilities are: to serve as “first contact” for a 
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party who wishes to register a concern; to maintain office hours during which community members may 
file concerns, seek advice, obtain written materials relevant to the Academic Honor Code; to update 
written materials and information as per the instructions of the AHC; to distribute materials to 
appropriate parties during student orientation and at the beginning of the new academic terms; to 
function as a “neutral party” in organizing and scheduling reviews by the AHC; to contact all involved 
parties and inform them of their rights and responsibilities in the process of pursuing a concern; to assign 
Advisors at the earliest possible time; to compile brief case inventories on concerns that are raised; and to 
schedule and book meetings of the Academic Honor Council at large, and to coordinate with the Chair of 
the AHC the constitution and meetings of Honor Review Boards.   
 
A reported student has 5 business days to contact the AHC coordinator to discuss their options. After the 
5-day period, the student has 24 hours to inform the AHC coordinator of their decision of whether they 
want to go forward with a review board or sign a No-Contest Resolution. If there is no contact within the 
specified time frame, an immediate XF grade will be assigned to the student’s academic transcript for the 
course in question.  
 
HONOR REVIEW BOARDS  
In cases when a violation of the Academic Honor Code is not handled through the channels of No-Contest 
Resolution, the Chair(s) of the AHC designate the case for review and establish an Honor Review Board 
comprised of members of the AHC. If there are two or more pending cases, the reported student is given 
the option to decide whether or not they want their review boards to consist of the same AHC members. 
The pending review boards are not allowed to be scheduled on the same day. If the student chooses to not 
make this decision it is at the discretion of the Co-Chairs, to decide whether or not the board consists of all 
the same members.  
 
The appropriate sanction is decided by the majority vote of the voting members. The non-voting 
Facilitator serves as the neutral presiding officer of the review. The role of the non-voting Advisor is to 
help the respective parties in their understanding of the Academic Honor Code, provide confidential 
guidance, assist in preparing the respective parties for the Honor Review Board process, aid the parties in 
understanding the decisions of the Honor Review Board, and inform the parties of processes for petition 
for reconsideration. At no time during the review does an Advisor formally represent the party in the 
hearing or speak on his/her behalf; rather, each party is expected to speak for him- or herself.  
 
SANCTIONS  
Standard Sanction: Assignment of an “XF” Grade  
For violations pertaining to a course, the standard sanction upon a student who commits a violation of the 
Academic Honor Code is the assignment of an “XF” grade in the course.  
 
● First Violation Standard Sanction: Assignment of an XF grade.  
● Second Violation Standard Sanction: Semester Suspension. The standard sanction for a second 
violation is a semester-long suspension from the College. Timing of the suspension is to be 
determined by the review board that reviews the individual case.  
● Third Violation Standard Sanction: Expulsion. The standard sanction for a third violation is 
immediate expulsion from the College.  
 
For violations that do not pertain to a course, the sanction is determined by the Honor Review Board 
hearing the case. The “XF” grade indicates failure in the course, and that the course failure was the result 
of a violation of the Academic Honor Code. A notation will be included in the student’s transcript 
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indicating the meaning of the grade. For the purposes of computing grade point average and class 
standing, the “XF” will be treated as an “F.”  
 
In addition to the notation on the student’s transcript, an “XF” grade disqualifies a student from 
representing the College as the leader of an approved extracurricular activity, or as a member of an 
athletic or scholarly team that is sponsored by the College. Students with “XF” grades will be eliminated 
from consideration for departmental or College awards and honors. No student with a standing “XF” 
grade may be a member of the Academic Honor Council.  
 
Through a letter filed with the AHC Coordinator, a student may petition the Academic Honor Council to 
remove an “XF” grade in the semester following its assignment. A successful petition will result in the 
replacement of the “XF” with the grade of “F” and the removal of the notation from the student’s 
transcript. Such a petition will be considered if the student has completed a non-credit seminar on 
academic integrity (administered by the Academic Honor Council) and has avoided any further violation 
of the Academic Honor Code. The decision to remove an “XF” grade resides with the Co-Chair(s) of the 
Academic Honor Council and is not guaranteed merely with completion of the seminar on academic 
integrity. A letter reflecting the violation, the sanction, and the removal of the “XF” grade remains in the 
student file held in the Office of the Registrar.  
 
All enforcement of XF sanctions is administered by the Assistant Vice Provost of Student Success or 
designee.  
 
Alternative Sanctions  
That the assignment of an “XF” grade is the standard sanction for violations that pertain to coursework 
does not preclude the right of the Honor Review Board to assign an alternative sanction, one that is either 
harsher or more lenient. The rationale for an alternative sanction other than the standard is the nature of 
the offense and not the status or identity of the offender. The community member who brings forth the 
charge against the alleged violator may recommend a particular sanction to the Honor Review Board, but 
the assignment of the sanction rests with the board.  
 
Alternative sanctions include but are not limited to:  
 
• Reprimand by the AHC, with a letter placed in the student’s permanent file in the Registrar’s office.  
• Community service requirements, either to the College or to a selected community agency 
consistent with the offense committed.  
• Community education requirements, including participation in the development of workshops, 
displays, bulletin boards, testimonials, brochures, or College forums.  
• Attendance of a non-credit seminar on academic integrity.  
• Academic or extracurricular probation.  
• Loss of privileges for College leadership or athletic participation.  
• Removal from the course, with alternate plans for completing it.  
• Failure of the assignment.  
• Failure of the course. 
• Modified “XF” grade, with no limitation on extracurricular activities.  
• Suspension from the College at the end of the term.  
• Immediate suspension from the College.  
• Expulsion from the College.  
• Withholding of a degree, even in cases where all College requirements have been met.  
• Revocation of a degree already received.  
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PROCEDURES FOR SUSPECTED VIOLATIONS  
The procedure to be followed in any suspected violation of the Academic Honor Code for traditional 
undergraduate students will follow four, and, in certain instances (as specified, below), a fifth step.  
 
If a student or staff member wishes to report conduct that might constitute a violation of the Code, then 
they have two options:  
• Refer the matter to the relevant faculty member, or  
• Refer the matter to the Academic Honor Council through the AHC Coordinator (Step Four).  
 
Step One: Initial Discussion  
If a faculty member, staff or student becomes aware of conduct that might constitute a violation of the 
Code, then they should first discuss the conduct with the suspected violator. This discussion might include 
asking the suspected violator(s) to explain the situation or confronting them with relevant information 
about the suspected conduct. The possible outcomes are:  
• If the suspecting party concludes that no violation has occurred, then the matter will be dropped.  
• If the discussion results in confirmation by both parties that a violation has occurred, then the 
student can request a No-Contest Resolution through the AHC Coordinator or an Honor Review Board 
through the AHC Coordinator.  
• If the discussion results in lack of confirmation by both parties that a violation has occurred, then 
the faculty member refers the case for review by an Honor Review Board through the AHC 
Coordinator (Step Four).  
 
Step Two: Meeting with the AHC Coordinator  
After a violation of the AHC code has been found the case is referred to the Coordinator of the AHC. When 
a suspected of a violation of the Code is referred to the Coordinator, the reported student has two options 
to resolve the issue.  
1. No-Contest Resolution (Step Three)  
2. Academic Honor Review Board (Step Four)  
 
After initially meeting with the AHC Coordinator the student has five business days to contact the AHC 
Coordinator to discuss their options. After the 5-day period, the student has 24 hours to inform the AHC 
coordinator of their decision of whether they want to go forward with a review board or sign a no-contest 
resolution. If there is no contact within the specified time frame, an immediate XF will be given. 116  
 
Step Three: No-Contest Resolution  
The No-Contest Resolution process is an option in cases when the following five conditions are met: 1) 
neither party contests that the conduct has occurred; 2) the nature of the violation caused by the conduct 
is clear; 3) the violation is course-related, 4) both parties agree to the standard sanction for the admitted 
violation and, 5.) if it is the first violation  
 
In No-Contest Resolution, the standard sanction of “XF” is applied. To provide fairness in its application, 
the AHC Coordinator is witness to the No-Contest Resolution process.  
Step Four: Honor Review Board  
In the absence of a No-Contest Resolution, the case is referred through the AHC Coordinator to an Honor 
Review Board for review and determination.  
 
Preparation. The AHC Coordinator informs the Co-chairs of the AHC of the need to convene an Honor 
Review Board. Once the Co-chairs have established the Honor Review Board for a case, it will hold a 
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review hearing. The hearing is a closed and confidential meeting with the person raising the concern, the 
alleged violator(s), and any witnesses who have relevant information that either party wishes to include 
in the proceedings. Prior to the review hearing, the Facilitator will provide a list of witnesses and relevant 
information to both the person raising the concern and the alleged violator(s).  
 
Confidentiality. All of the testimony and relevant information from the review hearing will be kept in 
confidence, in accordance with the College policy and to protect the privacy of the student(s) involved 
under the Family Educational Rights and Privacy Act (“FERPA”). Failure to maintain the confidentiality of 
the matters and/or the student’s privacy of the student(s) involved will result in a separate and 
independent charge of Code violation. No lawyers or lawyers’ representatives (e.g. paralegals) 
representing the involved parties or family members of either party may be present during the review 
process or the deliberations of the Honor Review Board.  
 
Multiple Alleged Violators. In the case of multiple alleged violators in closely related cases, one Honor 
Review Board will hear all testimony and evidence. The Facilitator has the discretion to hold one review 
for all students concerned subject to receipt of the prior written and dated consent of the student(s) 
involved, or separate reviews for each alleged violator. Reviews will be closed to all other persons unless 
all parties concerned consent in writing to an open review.  
 
The Review Hearing. The Coordinator’s office determines sets and coordinates the time and place for the 
review hearing, as well as its structure and flow. Each party has the opportunity to present his/her 
position and offer relevant information and testimony, including of witnesses, to support their respective 
positions. Members of the Honor Review Board may forward questions during any phase of the review 
with the permission of the Facilitator.  
 
Deliberation and Decision. Upon hearing all arguments, the Honor Review Board meets privately to 
deliberate and make its decision. A valid decision constitutes a simple majority arriving at a common 
conclusion as to whether a violation “more likely than not” occurred. In the event of a split or tied vote, 
the case will be referred to the full body of the AHC for deliberation and decision. Within 48 hours of the 
close of deliberations, the Student Advisors and/or Facilitator of the Honor Review Board informs both 
parties about the decision and sanction, either through written 117 notification or in person, depending 
upon the request of the parties involved preference. Notwithstanding this notice requirement, failure to 
inform both parties of the decision and sanction within 48 hours does not constitute a material 
procedural irregularity.  
 
Removal of a Board Member. Any member of the Board who has a conflict of interest or bias or whose 
participation would give rise to the appearance of bias or conflict of interest must recue him or herself 
from the deliberation and decision process. If during the review hearing or the deliberations the 
Facilitator detects a bias that may interfere with the impartial consideration of information by any voting 
member of the Honor Review Board and that may significantly affect the outcome of the Board’s decision, 
the Facilitator must remove that representative from the Review Board immediately. Review and 
deliberations will continue with the remaining members.  
 
Ad Hoc Review Boards. In the event that a review is necessary outside of the confines of the regular 
academic calendar (in the summer or over Christmas break, for example), then the Academic Vice Provost 
may convene a special ad hoc Honor Review Board consisting of two students and one faculty member. If 
possible, those representatives should be current or former members of the Academic Honor Council, but 
the Academic Vice Provost may exercise the right to appoint other representatives as necessary.  
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Step Five: Petition to Reconsider  
Grounds for Reconsideration. Except as permitted below, the decision of the Honor Review Board is final 
(whether it is the product of a regular or ad hoc review board), and will be reported to the Academic 
Honor Council as well as to the Registrar’s office. The decision may be reconsidered only if: 1) new 
information not available at the time of the deliberation and Board’s decision can be offered for 
consideration, 2) one or more parties can provide information that supports an allegation that there was 
a failure to follow procedure that materially affected the decision of the board, or 3) the sanction applied 
goes beyond the standard sanction. If the case is not subject to reconsideration, then the matter ends at 
this step.  
 
Reconsideration: If a student that has been found in violation of the honor code chooses to submit a 
request for reconsideration, that person has 5 business days starting the day after their decision has been 
made by the review board to turn in their request in writing to the coordinator. School holiday breaks do 
not count as business days (as defined in the student handbook). If they do not turn it in within the 
designated time frame, the request will be rejected.  
 
Any petition for reconsideration of a decision by the Honor Review Board is filed with the AHC 
Coordinator, who informs the Co-Chairs of the Academic Honor Council. The Co-Chairs determine 
whether or not the information and reasons offered support the request for reconsideration (based on 
the above criteria). If the Co-Chairs deem that the information offered is sufficient to support 
reconsideration of the case, then it is brought before the full body of the Academic Honor Council. The 
Council rehears the case, taking into account the new information and/or material procedural irregularity 
that have been established.  
 
The Co-Chairs present the original case (in brief), the board’s decision, and the stated grounds of the 
petition to the AHC. The AHC may, in its sole discretion, rely on existing written information or call for 
new information and/or testimony as needed to allow a full and fair consideration of the petition. If the 
AHC disagrees with the decision of the Honor Review Board, then a new decision may be reached by the 
entire Academic Honor Council by a majority vote of those present. The Co- Chairs will be excluded from 
the initial vote and will only vote in the case of a tie. If the AHC upholds the decision of the Honor Review 
Board, then the case will be closed. In either situation, the decision of the Academic Honor Council is final.  
 
FINAL RESPONSIBILITY  
Saint Mary’s, through its designated officers, faculty and/or employees is solely charged with and 
responsible for interpreting and applying the Academic Honor Code. In exercising that responsibility, the 
College chooses to give students a distinct and significant role in designing the Code, hearing cases, 
recommending sanctions, and educating the campus community about the importance of academic 
integrity. This student participation, however, in no way prevents Saint Mary’s from exercising its sole 
discretion, without prior notice, in interpreting, implementing and/or amending these policies and 
procedures.  
 
TURNITIN® POLICIES AND PROCEDURES 
Saint Mary’s College uses the Turnitin service. The following policies apply to students:  
Turnitin is integrated into the Saint Mary’s learning management system (Moodle) as a course activity, 
where faculty set up links for students to submit written work.  
 Any student requested to do so by his/her instructor must submit written work to a specified 
Turnitin link within Moodle.  
 All students enrolled in a Collegiate Seminar course or in English 003, 004, or 005 are required to 
submit their final versions of all essay assignments within the Moodle courses Turnitin link.  
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Turnitin Directions for students may be found here:  
https://help.turnitin.com/originality/integrations/moodle/student/student-category.htm 
 
 If students need assistance using Turnitin, they can visit the Tech Bar located on the first floor of 
the library, or contact the IT Service Desk: servicedesk@stmarys-ca.edu or (925) 631-4266.  
 
ACADEMIC APPEAL PROCESS FOR UNDERGRADUATES 
The Committee on Academic Appeals is a faculty/student committee which hears appeals from 
undergraduate students regarding decisions concerning academic regulations and standards affecting 
them individually. A standing committee, it is convened and chaired by the Vice Provost for Student 
Academics, at the request of the student:  
 
 To hear appeals regarding decisions of the Dean of the School or of the Registrar (and approved 
by the Dean of the School) concerning courses, standards, academic regulations and requirements 
for graduation;  
 To hear appeals regarding grades given by instructors.  
 
The Committee consists of up to ten members, including:  
- Vice Provost for Student Academics (ex officio and nonvoting)  
- at least three ranked faculty members appointed by the Chair of the Committee on Committees;  
- three ranked alternates (but also including Christian Brothers currently teaching at the College), one 
each from the Schools of Liberal Arts, Science, and Economics and Business Administration, appointed 
by the Vice Provost for Student Academics;  
- at least three students appointed by the AS President for one-year, renewable terms and confirmed 
by the Executive Council of that group.  
 
Procedures 
1. When the student expects to appeal a decision by the Dean of their School or the Registrar, or to 
appeal a grade given by an instructor (see 1 and 2 above), the student must file a notification to 
that effect with the Vice Provost for Student Academics within one month from the beginning of 
the next long term.  
2. The student is normally expected first to take their appeal to the instructor or administrator 
involved. If the student is not satisfied with the outcome, they should next take the appeal to the 
department chairperson or to the appropriate academic administrator.  
3. If the matter is not resolved in step 2, the student will file a written statement of appeal with the 
Vice Provost for Student Academics. The Vice Provost will notify the appropriate instructor, 
department chairperson, and the School Dean that an appeal has been filed.  
4. If the student decides not to pursue the appeal, they must advise the Vice Provost for Student 
Academics that the appeal is withdrawn.  
5. The appeal must be brought to the Committee on Academic Appeals before one long term has 
elapsed since the term in which the cause for appeal occurred.  
6. The Committee will not consider an appeal until and unless all the above avenues of informal 
resolution have been pursued.  
7. The Vice Provost for Student Academics serves as the nonvoting Chair for each appeal hearing. 
Representatives of the two principals (a faculty member chosen by the student—a Christian 
Brother on staff may also serve this role—and a ranked faculty member chosen by the other 
principal, or in the case of an appeal of a decision by the Registrar's Office, a representative of that 
office not involved in the original decision) will present to the Committee the respective 
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arguments of the two principals whom they represent. The two principals do not attend the 
meeting unless requested to do so by the Committee.  
8. Minutes of the proceedings will be taken and kept on file in the Office of the Vice Provost. All 
proceedings and correspondence, and the minutes are confidential and will not be maintained in 
the student's permanent academic record.  
9. In hearing an appeal, the Committee has authority to:  
a. set time limits on presentation by representatives of the two principals;  
b. request written statements from the principals, if necessary;  
c. determines if the principals are to appear before it;  
d. consider during its deliberations all documents and any records considered by the 
initiating instructor or administrator; oral and/or written argument of both principals; 
additional evidence the Committee deems appropriate.  
10. The Committee, upon reaching a majority decision, has the authority in the individual case to 
instruct the Registrar to waive an academic regulation or requirement, make an exception to an 
academic standard, or to change a grade.  
11. The Vice Provost for Student Academics gives written notification of the Committee's decisions to 
the principals.  
 
Note: Graduate and Professional Student policies regarding Academic Appeals may be found in the GPS 
Academic Policies section of this handbook. 
Class Attendance 
General Policy 
Regular class attendance is an important obligation and an essential condition for successful academic 
progress.  Absences may seriously jeopardize the satisfactory completion of a course.  Excessive absences 
can be a cause for dismissal from the College.  The instructor is responsible for establishing and 
communicating the attendance policy for a given course.  Students are responsible for all assignments in 
each of their courses, whether or not the assignments were announced during an absence.  Penalties for 
absences depend upon the nature and the amount of work missed, of which the faculty member is the sole 
judge.  It is not permissible to miss regularly scheduled classes for the purpose of intercollegiate athletic 
practice.  A student who misses the first session of a course, even if they are pre-registered, may have 
their place in that course given away and be denied further attendance in that course.   
 
Student Athletes 
Student-athletes will not miss class for practice.  Student-athletes, in the season in which their sport has 
scheduled intercollegiate competitions, will not be penalized for missing class because of representing the 
College in those competitions – so long as the student’s absence from class for the purpose of 
intercollegiate athletic competition does not exceed (see Student Athlete Handbook): 
1. 4 classes on the MWF schedule (fall and spring terms)  
2. 3 classes on the T/Th schedule (fall and spring terms)  
3. 2 classes during a traditional January Term course  
4. 1 class per term (fall and spring) for labs and courses that meet once per week 
 
Note: Graduate and Professional Student policies regarding Attendance may be found in the GPS 
Academic Policies section of this Handbook. 
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Graduate and Professional Student Academic Policies 
 
DEFINITIONS APPLYING TO GPS ACADEMIC POLICIES 
“Graduate student”: A student admitted to any graduate-level program at Saint Mary’s College. 
“Professional student”: A student admitted to any undergraduate program designed for working adults. 
For purposes of clarity, these students are also referred to in the handbook as “undergraduate 
professional student.” 
“Business day”: Refers to all days during which the College is officially open, including days when classes 
are not in session. 
“Program director”: The administrator responsible for a particular program. 
“Dean”: The administrator responsible for a particular school. In nearly all cases, the dean may delegate 
responsibilities assigned to them to another party, such as an associate dean. 
 
ADMISSIONS REQUIREMENTS 
Saint Mary’s College welcomes applications from students qualified to pursue a program of study 
leading to a graduate or undergraduate professional degree. The admissions process is designed to 
evaluate the potential for success in an individual program. Applicants should consult the department 
to which they are applying for its specific evaluation requirements and criteria. 
 
GENERAL REQUIREMENTS FOR GRADUATE STUDENTS 
Applicants must hold or expect to hold prior to the beginning of classes a bachelor’s degree (for master’s 
degree programs) or a master’s degree (for doctoral programs) from a regionally accredited U.S. 
institution or an equivalent international university. International students must provide transcripts 
showing graduation from a recognized college or university with a degree normally requiring 15-16 
years of prior education before graduation from college or university. 
Applicants must submit two or three letters of recommendation (varies by program) from academic or 
professional references and official transcripts of all baccalaureate and post- baccalaureate studies. 
In evaluating a candidate for admission, the admissions officer or committee reviews the following 
credentials: the completed application, transcripts from the colleges and/or universities the applicant 
has attended, and letters of recommendation. 
 
Some schools and programs in the College require standardized examinations, such as the GRE or GMAT, 
and some schools or programs may conduct admissions interviews or require writing samples or 
statements of purpose. In reviewing transcripts, admissions officers will take into account the choice of 
coursework, the rigor of the undergraduate major, the competitiveness of the academic institutions, and 
the grade point average (GPA). For master’s degree and credential programs, an undergraduate GPA of 
2.8 or better is generally the standard for admissions consideration. Doctoral programs typically require 
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an undergraduate GPA of 3.0 and a graduate GPA of 3.5. 
 
GENERAL REQUIREMENTS FOR UNDERGRADUATE PROFESSIONAL STUDENTS  
Applicants to the LEAP program must hold a high school diploma or its equivalent. Applicants to the 
Leadership and Organizational Studies program must have earned a minimum of 64 semester units of 
acceptable transfer credit. 
Applicants must submit two letters of recommendation from academic or professional referees and 
official transcripts of all baccalaureate studies. 
In evaluating a candidate for admission, the admissions officer or committee reviews the following 
credentials: the completed application, transcripts from the colleges and/or universities the 
applicant has attended, letters of recommendation, an experiential learning inventory, and an essay 
or statement of goals. In reviewing transcripts, admissions officers will take into account the grade 
point average (GPA). An undergraduate GPA of 2.0 or better is generally the standard for 
consideration. 
Academic Standing 
 
UNCONDITIONAL ACCEPTANCE  
Students who meet all program admissions criteria, have complete files, and have been selected 
for admission by program-specific admissions processes are accepted unconditionally. 
 
PROVISIONAL ACCEPTANCE  
Students whose admissions files are incomplete (e.g., missing test scores, transcripts, etc.) may be 
provisionally admitted, and must take steps to ensure that their files are completed within one term. 
The time limit may be extended with the approval of the program director. 
 
CONDITIONAL ACCEPTANCE  
If a student has a complete application but missing requirements, this student may be admitted 
conditionally. The program director will notify the student in writing how to attain unconditional 
acceptance and provide a deadline for achieving it. 
 
ACADEMIC PROBATION  
Graduate students whose cumulative grade point average in courses constituting the degree falls 
below a 3.0 (B) average at any time during their course of study are placed on academic probation. 
They are notified of their status in writing by the Assistant Vice Provost for Student Success. Upon 
notification, students have one academic term to bring their grade point average up to the 3.0 level. 
Failure to do so will result in academic disqualification. 
Some programs at the College—especially those using P/F grading—may the grade of issue Marginal 
Performance grade. The use of Marginal Performance grade is a warning to the student that even 
though their coursework might merit a passing grade, the work was nonetheless marginal. Students 
who accumulate two or more Marginal Performance grade or one (1) failing grade will be placed on 
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Academic Probation. 
Undergraduate Professional students whose grade point average falls below a 2.0 (C) average at any 
time during their course of study are placed on academic probation. They are notified of their status 
in writing by the Assistant Vice Provost for Student Success. Students have one semester to bring 
their grade point average up to the 2.0 level. Failure to do so may result in academic disqualification. 
 
ACADEMIC DISQUALIFICATION  
Graduate students are disqualified from continuing in a program when they have not attained a 
cumulative grade point average of 3.0 or higher for two continuous terms of enrollment. Two terms of 
enrollment count as continuous even if a student has taken a leave between terms. Students in P/F 
programs are subject to disqualification if they receive two 
(2) failing grades or one (1) failing grade and two (2) marginal performance grades, or four (4) marginal 
performance grades. 
Undergraduate Professional students are disqualified from continuing in a program when they have not 
attained a 2.0 grade point average for two or more terms. The Assistant Vice Provost for Student Success 
notifies students subject to disqualification. 
Any student subject to disqualification is barred from further study at Saint Mary’s College. 
 
SPECIAL ACADEMIC PROBATION  
Special Academic Probation is granted at the discretion of the Assistant Vice Provost for Student 
Success and may be based on the student’s extreme personal hardship, serious illness, or a similar 
reason that justifies poor academic standing. Students facing academic disqualification may request to 
be placed on Special Academic Probation by filing a Petition for Special Action within two weeks of 
the notice of disqualification. In addition to explaining their special circumstances, students must also 
outline how they expect to improve their grades and resume regular academic standing by the end of 
the next term. If granting Special Academic Probation, the Assistant Vice Provost for Student Success 
may further specify additional conditions and program requirements for removing academic 
probation status. Students who fail to meet the conditions of Special Academic Probation are 
disqualified from further study. 
 
Full- and Part-time Status 
Students should consult with their individual programs in order to determine a course of study that is 
considered full- or part- time. Full-time status may be a requirement of a program and may determine 
eligibility for financial aid. 
 
Residency Requirement 
“In residence” typically means on the Saint Mary’s College campus, but there are common exceptions: 
Students attending SMC-sponsored overseas programs and students attending at satellite campuses are 
in residence, as are students enrolled in online or hybrid courses. At least 50 percent of all credential or 
master’s programs must be completed in residence. The remaining 50 percent may consist of transfer 
credits, challenges, comprehensive evaluations, independent study, and other non-standard classes. 
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Transfer Units for Graduate Students 
A limited amount of graduate credit obtained at other accredited colleges or universities may be 
accepted in partial fulfillment of some requirements for a credential, certificate, or master’s degree. 
Generally, no more than two full-unit courses can be so approved, but under special circumstances, 
the dean of the school may approve up to a total of three full-unit courses. Transferred credit does 
not qualify as work done in residence. 
 
Courses acceptable for transfer credit must: 
● Have been graduate courses with clear relevance to course of study, 
● Have been taken at a regionally accredited institution of higher education within the last 
five years, (Coursework may be acceptable beyond five years if the candidate can 
demonstrate current experience and knowledge.) 
● Have been assigned a grade of “B” (or its equivalent or better), 
● Not have been supervised fieldwork, field practice, practicum or independent study (with the 
exception of one semester of credit for the school counseling PPS credential) 
Permission to take courses at another institution, after admission to the College, may be granted at 
the discretion of the program director only if all of the following criteria are met: 
● The course is vital to the student’s program of study and is currently not available or not 
offered in a timely fashion at the College. 
● The course is offered at the appropriate graduate level and is offered by a regionally 
accredited institution. 
● The total number of transfer units does not exceed the maximum described above. 
● Permission must be granted before the course is taken. 
● Upon relocation outside of the area, a student may petition for an additional course to be 
taken at another institution. 
Upon completion of the course, the other institution should forward the transcript information 
directly to the Registrar. 
Transfer Units for Undergraduate Professional Students 
Credit obtained at other accredited colleges or universities may be accepted in fulfillment of 
elective and some general education requirements for a bachelor’s degree. Transferred credit does 
not qualify as work done in residence. 
Courses acceptable for transfer credit must: 
● Have been taken at a regionally accredited institution of higher education or an appropriate 
and comparable institution in another country, 
● Have been assigned a grade of “C-” (or its equivalent or better), 
● Be transferable to the University of California if taken at a California community college, except for 
courses that are related to their current career field or (for LEAP students) the career field to 
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which they are transitioning, which may be transferable to the California State University System, 
● Not exceed 10 semester units for activity units (e.g., physical education), 
● Not include remedial subjects and secondary school mathematics, 
● May not exceed a total of 64 lower division semester units when combined with other courses 
comprising the bachelor’s degree. 
 
Permission to take courses at another institution, after admission to the College, may be granted at the 
discretion of the program director only if all of the following criteria are met: 
● The course is offered by a regionally accredited institution. 
● The course meets the criteria for acceptable transfer credit. 
● The course is applicable to the student’s program and does not exceed the maximum of 64 lower 
division units allowed toward the bachelor’s degree. 
● Permission is requested before the course is taken. 
 
Upon completion of the course, the other institution should forward the transcript information directly 
to the Registrar. 
 
Grading 
GRADUATE STUDENTS  
Graduate courses are evaluated on the 4.0 scale with “A” being equivalent to 4.0. Pass/fail (P/F) grading 
is offered in many graduate courses and programs. In most graduate programs, a passing grade (or the 
grade of “Pass” in a P/F courses) is equivalent to a “B-” or higher. In the Professional MBA Program, a 
passing grade is equivalent to a “C” or higher. Any failing grade must be repeated for credit toward the 
degree. In some programs, students may be required to complete a particular class with a passing grade 
before enrolling in subsequent course offerings. All grades will appear on the transcript, but for the 
purposes of calculating grade point average, only the grade received in the most recent (passing) 
enrollment will be used. The number of times a course may be repeated for credit with a passing grade is 
at the discretion of the individual program. 
Graduate students who complete their degree with a cumulative grade point average of 3.75 or higher are 
designated as graduating with Honors by indication on both the transcript and the diploma. Students in 
P/F courses can also graduate with honors by receiving the grade of “honors” (“H”) in five or more 
courses. Honors recognition in a course is given to students whose standard of performance significantly 
exceeds that expected in the course and is considered to be rare. 
 
UNDERGRADUATE PROFESSIONAL STUDENTS  
Undergraduate professional courses are evaluated on the 4.0 scale with “A” being equivalent to 4.0. 
In courses taken P/F in undergraduate professional programs, the grade of “Pass” is equivalent to a 
C- or higher, and will not impact the student’s GPA. Any grade beneath a C- (in letter-graded or P/F 
courses) needs to be repeated for credit toward the degree. 
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Undergraduate professional students are awarded honors designation using the traditional Latin 
honor system: cum laude (3.5 cumulative GPA); magna cum laude (3.75 cumulative GPA); and 
summa cum laude (3.85 GPA). 
 
INCOMPLETES AND FINAL GRADES  
An instructor may grant an incomplete (“I”) to a student due to circumstances such as a serious 
illness, personal or family crisis, or extraordinary demands due to employment, or an unresolved 
Honor Code issue, given that the student is passing the course and has had reasonable attendance 
throughout the term. The instructor is responsible for determining whether an incomplete is the 
appropriate grade. Incomplete grades must be cleared by the end of the next term. An extension 
may be requested in writing prior to the deadline, using the form Student Petition for Exceptional 
Action. The petition must be approved by the instructor and the program director. Incomplete 
grades that are not cleared automatically become “F” grades, depending on the default grading 
status of the course. Students who have two incomplete grade reports for two consecutive 
semesters may not register for any new courses until the incompletes have been cleared. 
Final grades are considered permanent and not to be changed except in the case of an error in 
computing, recording or evaluating a student’s work, or in the case of an Honor Code sanction 
imposed after grades have been posted. When necessary, faculty may secure a Grade Change Petition 
from the Registrar’s office. Students wishing to appeal a specific grade assigned should consult with 
their program director for program-specific appeal guidelines. 
 
GPS Attendance Policy 
Regular attendance is an important obligation and essential condition for successful academic progress. 
Absences may seriously jeopardize the successful completion of a course. 
The instructor is responsible for communicating the attendance policy for a given course. Students 
are responsible for all assignments in a course whether or not the assignments were announced 
during an absence. Penalties for absences depend upon the nature and amount of work missed, of 
which the faculty member is the sole judge. 
It is not permissible to miss regularly scheduled classes for the purpose of intercollegiate athletic 
practice. A student who misses the first session of a course, even if they are pre-registered, may 
have their place in that course given away and be denied further attendance in that course. The 
College recognizes that during a field experience placement or practicum, students may encounter 
labor disputes that result in a work stoppage (either a strike or a lock-out), a “sick-out,” or a slow-
down, or other job action. The policies and procedures of the College in such an event are available 
from the program director. 
 
Auditing 
Students may audit College courses without earning College credit, depending on availability. A Petition to 
Audit a Course form must be filed by the student with the program director. Auditors cannot expect to 
take examinations or submit written work for evaluation, but may participate in class discussions. 
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Open Enrollment 
Open enrollment is limited to students not matriculated in a graduate program. Students may register as 
open enrollment students at the discretion of the program. Programs will determine the admissions 
criteria for open enrollment and the related costs. Open enrollment students must seek approval of the 
relevant academic dean to finalize registration. No more than one third of overall program credits may be 
accrued through open enrollment in the event of entry into the graduate program. 
 
Continuous Enrollment and Leave of Absence 
All students are expected to be continuously enrolled in their program unless otherwise stipulated in 
program materials. Students who wish to leave the College temporarily must request such a leave in 
writing from their program director. Students may take leave for one academic term unless otherwise 
specified by the program. Normally, students who are not enrolled in classes for two academic terms will 
be considered withdrawn and must reapply to the program (and must pay an application fee). Programs 
are not required to accept such applications for readmission. If students are readmitted, they are held to 
the catalog requirements of the term in which they are readmitted. Students may file a petition with the 
program to extend their leave for more than one semester for medical reasons or for active military 
service. Students may also file to extend their leave on educational grounds. The rationale for this 
planned leave must document the intention to pursue other activities that clarify educational goals or 
enrich educational programs. These activities might include travel for educational purposes or on-the-
job experience in an area related to the student’s field of academic study. 
The College does not permit leaves based on the lack of funds to pay tuition and other fees. 
 
Timely Completion of Degree 
It is expected that students will make steady progress toward the completion of their degree. Therefore, 
students receiving the bachelor’s, credential or master’s degree have five years to complete their 
program; students receiving the doctoral degree have eight years. Extensions may be granted for 
extraordinary circumstances by the dean of the school, but students may be held to new standards 
and/or asked to verify currency in any coursework taken more than five years prior. 
 
Dual Degree Programs 
Saint Mary’s allows for students to enroll in courses of study defined as dual degree programs. These 
programs, which involve students enrolling concurrently in two aligned courses of study, are defined by 
the College and available to potential applicants. In dual degree programs, students are admitted to the 
degree programs under the usual processes for the individual programs. These students should ensure 
that they are seeking clear academic advice in scheduling coursework and fulfilling degree requirements 
in a timely manner. 
 
Second Master’s Degree 
Students wishing to take two or more courses of study concurrently that are not defined as dual degree 
programs are required to file a petition for exceptional action, providing a rationale for working on 
another degree program before completing the degree program in which they are currently enrolled. This 
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petition must be approved by the Vice Provost for the Graduate and Professional Studies. Core courses for 
one program may not be used to satisfy core requirements of another program. 
 
 
Student Feedback Surveys 
Student feedback surveys should be administered for each graduate and undergraduate professional 
course offered at Saint Mary’s College, and students have the responsibility to participate in these 
surveys. 
 
Degree Requirements 
Students are expected to satisfy degree requirements defined by their individual programs. Please 
see program materials or program director for specific requirements. 
 
Advancement to Candidacy and Completion of Degree 
Each student who plans to become a candidate for a degree is required to: 
● Be admitted to a specific program and maintain good academic standing 
● Complete all required courses and reach the minimum unit requirement for the program 
● File a Petition for Candidacy with the Registrar. 
 
Students who have advanced to candidacy may be required to take additional exams or participate in final 
projects in order to complete the requirements for their degree. Some programs also require students to 
submit a thesis, synthesis project, or dissertation. 
 
Thesis, Synthesis Project, and Dissertation Guidelines 
FILING THESES, DISSERTATIONS AND ACTION RESEARCH PROJECTS  
If a student’s degree requires a thesis, dissertation, or action research project, the student must 
submit the work through ProQuest using the following steps. 
1. Manuscript Review 
The thesis or dissertation chair reviews the final manuscript to ensure that the document meets the 
program requirements and academic writing standards. The chair can require that the student seek 
editing support if there are serious academic writing challenges. Before submitting the final 
manuscript to ProQuest, each program will identify a faculty-approved reviewer (which could also 
be the thesis or dissertation chair) to examine the manuscript for compliance with APA/MLA 
standards such as requirements for pagination, Table of Contents, in-text citations, heading levels, 
margins, and the like. Once students receive feedback from the reviewer, it is their responsibility to 
make the corrections and to have the revised manuscript accepted by the faculty-approved 
reviewer. 
2. Signature page 
Before the academic chair signs off on the thesis or dissertation signature page, he or she will coordinate 
with the faculty- approved reviewer to ensure that the document meets the formatting requirements. The 
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signed signature page is not included in the document submitted to ProQuest. A copy of the completed 
signature page, however, will be placed in the student’s file. 
3. Student Submission 
After the chair has signed off on the thesis or dissertation, students submit their manuscripts to ProQuest 
according to the guidelines posted on the ProQuest website. 
4. Graduation Check 
Each school or program will identify a school or program ProQuest administrator who will be 
responsible for overseeing the graduation check and communicating with the Campus ProQuest 
Administrator. There are four sources of data that must be reviewed for the graduation check: the 
signature page; a copy of an email, showing verification that the PDF has been downloaded to ProQuest; 
evidence that all degree requirements have been completed; and evidence that the student is in good 
financial standing. After all degree requirements have been verified, the school or program ProQuest 
administrator will notify the Campus ProQuest Administrator to publish the manuscript. 
5. Final Approval and Delivery to ProQuest for Publication 
After each of the above steps has been completed, the Campus ProQuest Administrator will approve the 
manuscript for publication and electronically deliver the manuscript to ProQuest for publication. 
6. Coordinating with Library Cataloguing and Programs/Schools 
On a regular basis, the Campus ProQuest Administrator will notify the library cataloger and 
program or school ProQuest administrator about which manuscripts have been approved and 
published. Students must follow the guidelines located at http://www.stmarys-ca.edu/ graduate-
and-professional-studies/about-proquest 
 
GPS Academic Appeal Process 
The academic appeal process provides students with an opportunity to have their appeals heard in a 
predictable, timely and fair manner. Students are free to pursue any other right or remedy provided by 
law, but this policy sets forth the exclusive procedures to be followed by a student seeking an 
administrative resolution to an appeal. 
DEFINITION  
An academic appeal is a dispute that involves the application of, or compliance with, the academic 
policies and procedures of Saint Mary’s College. Appeals governed by this process generally include 
outcomes directly related to policies described in the Graduate and Professional Student Academic 
Policies section of this Handbook. An appeal shall not include challenges to or attempts to change 
state or federal law, or policies or procedures of Saint Mary’s College. Appeals may involve any of the 
following: 
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● The interpretation of admissions criteria regarding a particular student’s application, 
● Probation or disqualification, 
● The determination of the number of units taken in residence at Saint Mary’s College, 
● The determination of transfer course or unit eligibility for degrees at Saint Mary’s College, 
● Grades, 
● Determinations associated with the continuous enrollment/ leave of absence policy, 
● Determinations regarding the deadline for completion of degree, 
● Determinations regarding the approval of a second master’s degree, 
● Determination of degree candidacy and conferral of degree, 
● Or, any other situation related to academic policies (other than the Honor Code). 
GENERAL PROVISIONS  
A student who elects to file an appeal shall follow the steps described below within the determined time 
frame. 
At each step of the appeal procedure, a colleague or faculty member may accompany the student. 
Because the appeal process is not a legal process, the student shall not be accompanied or 
represented by an attorney. 
Neither the student filing an appeal nor any faculty member or colleague accompanying the 
student will be disciplined or discriminated against for participating in the appeal procedure. 
 
After a formal, written appeal has been filed, the issues of the appeal shall not be added to or altered 
except with the written permission of the dean of the school. If the process reveals that different or 
additional issues must be part of the appeal, then the changed appeal must be initiated anew. 
APPEAL PROCEDURES  
A student who wants to appeal an academic issue should first discuss it with the involved faculty 
member (in the case of a grade) or the program director (on other matters) in order to try to work 
out a satisfactory solution in an informal manner. If a solution satisfactory to all parties is not 
accomplished through informal discussion, then the appealing student may file a formal appeal. 
If an informal resolution cannot be reached, the student must submit a written appeal to the Dean of 
the respective school. If the involved faculty member is the dean of the school, the appeal should be 
submitted directly to the Vice Provost for Student Academics, who will carry out the actions 
attributed to the dean. The written appeal should include a statement of the issue and the desired 
remedy. 
No later than 10 business days after receiving the appeal, the dean shall convene an Appeals Committee. 
APPEALS COMMITTEE AND FINAL DECISION  
The Appeals Committee shall consist of two full-time faculty members (appointed by the dean), the 
associate dean, who shall act as chairperson of the committee, and a student appointed by the dean to 
serve on the committee for a particular appeal. The dean also shall appoint two full-time faculty members 
22
Student Handbook, Vol. 2019 [2019], Art. 5
https://digitalcommons.stmarys-ca.edu/student_handbook/vol2019/iss1/5
118 
 
as alternates to the committee to be called upon in cases when a faculty member of the committee is 
disqualified or is otherwise unavailable. 
A student who is concerned that a faculty or student member of the Appeals Committee may be biased 
concerning that student’s appeal may communicate this concern to the dean in writing. A committee 
member who feels a bias concerning a student’s appeal may request that the dean appoint an alternate 
faculty or student member to serve. The dean shall determine if there is an actual or potential bias 
problem with a faculty or student member of the Committee and shall appoint an alternate when 
appropriate. 
Appeal Committee members: 
● Shall review the formal written appeal and all subsequent documentation generated 
through the Appeal Procedure, 
● Shall provide all parties to an appeal the opportunity to be heard by the Committee, 
● May conduct interviews and make inquiries in order to receive additional information to 
assist in its evaluation of the appeal, 
● May interpret established policy as it applies to the specific circumstances of the appeal, 
● May engage in additional fact-finding and suggest future policy changes to the 
administration of the College, 
● Shall come to a consensus in its decision, 
● Shall keep all proceedings of the Committee confidential to the extent possible while carrying 
out their assigned duty, 
● Shall keep minutes and documents pertaining to the appeal in a confidential file separate 
from the student’s regular file. 
● The chair of the Appeals Committee shall notify the dean and student in writing of the 
committee’s decision. The decision of the Appeals Committee is final. 
 
Academic Honor Code 
Graduate and Professional Students are expected to adhere to and are held accountable to the Academic 
Honor Code (see the Academic Honor Code Section). 
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